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If you are brought directly to the Create Requisition page. You have most likely left

items in the cart from a previous requisition. You must Submit the requisition or delete
the items from the cart before continuing.
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Create Requisition

Requisition Defaults

% Web Suppliers

bﬂf

(=]

Click

to bring up Cart Overview.

@ |
Click ‘_ to delete items from the cart.

4 ltem(s)

Order Total

Cart Overview

79.75USD

% Edit Cart

=l 12IPK

AVERY CARTER'S PERMANENT
MARKERS LARGE CHISEL TIP
= BLACK 12D

1.18 USD * 1 Each

BIC MARK-IT PERMANENT
MARKERS FINE TIP RED INK

1.28 USD * 1 Dozen

AVERY MARKS-A-LOT FINE
BULLET TIP PERMANENT
=l MARKER BLACK

1.28 USD * 1 Dozen

BIC Brite Liner Highlighters -
Chisel Marker Po...

6.91 USD * 11 Dozen

[ [ [E]

[=]
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You will be brought to the Requisition Defaults page.

Verify that your Business Unit defaults in, along with your username as the Requester. If
you have the authority to request on behalf of other individuals, select the magnifying
glass for the Requester Look up to make a choice.

You can enter a Requisition Name for ease of recognition if you like, or you can allow the
system to insert the requisition number as its name when saved.

REQ is the default value in the Requisition Type drop-down box if you have a
MultiRequester role.

Requisition Defaults

~ Header Defaults
Business Unit | DASH Requisiion e [
DA bhigation Amount
Priority | Medium
y [uso a|
Line Defa
Supplier ID al Category | a
Suppliertocation | a UnitofMessurs [ Q|
Buyer a|

Shipping Defaults

Ship To (0640000558 al Attention

Due Date
Distribution Defaults

SpeedChart Q|

Chartfields? | Chartfields? | Charfilds3 | Detals || Assetinformaton ” Show All

Distribution Ling 11 Percent i Location 1t GL Unit 1 Account Tt

100 ACORE. Q STATE Q Q -

If you have a TSR Requester role then the default value will be
TSR-EQUIP. You will want to choose TSR-EQUIP to purchase Telecom Equipment or TSR-
MACR for services that include Moves, Additions, Changes or Repairs.
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Requisition Defaults

~ Header Defaults

Business Unit | DASM1 Requisition Name

Requester Q Requisition Type | Requisiton |

DAS-

Priority | Medium +

Curency [uso a 'r .
TSRAACR

Line Defaults
Supplier ID al Camgory [ @
Supplier Location a| Unit of Measure | a
Buyer a|
Shipping Defaults
ShipTo 0640000558 al Atention

Distribution Defaults

SposdChar a|

Charfields? | Chantfields? || Chantields} | Detalls || Asset nformaton ” Show Al
Distribution Line 11 Percent it 1 Location T, GL Unit 1L Account T

10 ACORE Q STATE Q a

Enter Header Defaults, Line Defaults, Shipping Defaults, and Distribution Defaults.

Requisition Defaults
Business Unit | DASM1 Requisition Name
Requester Q Requisition Type | Requisiion
Das-
Priority | Medum v
Currency |USD Q\
Supplier ID al caegoy [ Q)
Suppller Location al Unit of Measure. | Q
Buyer Q|
ship To. 0640000558 a| Attention
Due Dat
Distribution Defaults
SpeedChart al
frow
Chartflelds? | Charlislés? | Charlfilced | Detalls || Assel Information H Show Al
Distribution Line 11 Percent 12 Location 11 GL Unit 11 Account 1t
1[0 ACORE Q STATE Q Q -

At this point you can enter the Supplier, Buyer, Category, UOM, Ship To, Due Date, and
the Chartfield Coding which will be applied to each line of your requisition. You can go to
the line and update it after the item is entered if necessary. The Supplier location will
default in when choosing the supplier.
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The Distribution Defaults are located on Chartfields 1, 2 and 3 tabs.

| cranseics1 || chanmisasz | chanfisiaes | Desails | Asserinformation || Showa

Disrlouion 1, percen 7 Location GL i 1 Account 1 Fund 1 Dept 11 son Program B Ref 1

1o ACORE Q| |s1aTE Q| 54080 Q| 11000 Q| |paszasz0 Q| [12188 Q| 00000 Q

If the items or services are Assets, click on the Asset Information tab and enter the AM
Business unit and the Profile ID.

Chartfields | Chadfields2 | Chartfialds3 || Details | A-mlnlnrmﬁml Show Al

AM Business Unit 1. Profile ID 11 Capitalize 11 Cost Type 11 Description 1

Q a Non Cap a —

Click m This will bring you to the Create Requisition. Choose the Special Request tab for a
TSR requisition. Choose Special Item for TSR-EQUIP or Service options for TSR-MACR.

Create Requisition

o
Requisition Defauits A= Checkout

0 Catalog Special Requests

@, Wb Supplors Item Information

Special Requast Ttem De
3 Fixed Cost Service. Chooss Special Q
o — Requastsfor TS |y a
IER Variable Cost Service JALR. R [ S
Due Date
[ Templates
O Farots Supplier Information
Supplier ID Q Supplier Location Q
D Supplior Item ID
Manufacturer Informatien
Manufacturer ID Q Manulacturer’s ltem 1D Q
Comment
i nt Text E
W Addta can
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Enter the Item Description, Price, Quantity, Category, UOM, Supplier ID and Supplier Item ID.
Currency Code defaults as USD.
Click the Add to cart button at the bottom of the page.

D

Comment

Item 1D

Create Requisition :
0
Requisition Defaults E Checkout
[ catalog Special Requests
% Web Suppliers Item Information
*Item QAura Enterprise Server
Q Special Requests Description
=D *C
£ Fixed Cost Service price [39591850 | urency fusp al
= : *Unit of
C% Time and Materials Quantity I1 I Measure Q I
Ef Variable Cost Service Category I43000000 Q I
Due Date | |
[ Templates
DI Supplier Information
supplier ID 0000010256 al E;'gapt::f; MAIN o]
D ALTURA COMMUNICATION SOLUTIONS LLC
Supplier ltem I
1D
Manufacturer Information
Manufacturer Q | Manufacturer's Q

Comment Text

[J Send Comment to Supplier

[ Show Comment on Receipt

[ Show Comment on Voucher

W Add to cart
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When finished ordering Special Request items, click IEEEN.

Create Requisition i
1
Requisition Defaults E
[ catalog Special Requests
Item Information
*Item
£ Special Requests Description p
cpr *C
3 Fixed Cost Service Price | | LI”&QSZ |USD Q |
x . *Unit of
C% Time and Materials Quantity | | Measure | Q |
Ef Variable Cost Service Category | Q |
Due Date | |
E Templates
© Favorites Supplier Information
Suppter | a Supeter a
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. ["2 ScheduleDetails
Click |°—

|to open the Requisition Line Details page and view the Schedule
Details and Line Details tabs.

® © o i @

Create Requisition

[ Gortinae rapong | s
Checkout
Requistion Defaults
Order Total 395,918.50 USD
~ Requisition Summary
Business Unit DASM1 Dept of Administrative Sves
Requisition Name |Test TSR-EQUIA

Requester DAS-
Currency USD Dispatch Method | Print v

Priority | Medium v

Requisition Type | TSR-Equipment ~

e Obiligation Amount
3 Header Commens |

~ Justification Comments

~ Requisition Lines Overview

O SselectAll Actions &

Line 1 Special Request
Aura Enterprise Server

g Item ID Quantity Unit of Measure Price
Supplier ALTURA COMMUNICATION SOLUTIONS LLC 1 CA Q 99501850

‘ [ Line Comments ‘ ‘ [ Delete

ﬁlsl;TD’!ﬂcY ;;:I!ﬂa 50 USD [3 ScheduleDetails >

Order Total 395,918.50 USD

Be sure to select the appropriate selection in the Distribute By field. If the Purchase is
Amount Only— then distribute by should be set to Amount. If it is a Quantity Purchase it
can be distributed by either Quantity or Amount.

== Requisition Line Details Do |
Order Total 39591550 USD "
Line 1
Schedule Detaits. || Line Detais
v item Summary
Aura Enterprise Server
ttem 10
Hom Category Information Technology Broadca
Suppiier ALTURA COMMUNICATION SOLUTIONS LLG Manufacturer
Supplier tem ID Manufacturer's fiem ID
Buyer
Price 30501850 USD
Guantity 1 Case
Ausibutos
£ Special Request
« Schedule 1 =]
Schedule 1 Quantiy [1
“ship To. | 0540000558 Q Pric 395018.50 USD
Attention To |DAS. Total 33501850 USD
Due Date B
o5 450 Columbus BNG Hartord, CT ‘Ore Time Adrese
Addross 3o Ona Time Address
0 smpTo Gomments | | % Prce Agustmenss | | [ ustom Fier
Distributions
Please enter Gl Business Unit before selecting charfield values
“Distribute peedChart a
trow
Charticidsamalalili o2 | Chafields3 | Detais || Busgetinfomation | Assetinformaton | Snowal
Distribution Line . Status . Dist Type 1 Location % Quantity 11 Open ty % Percent 1 Merchandise Amount i, GL Business Ut 1,
1 open ACORE Q 1 1 [100 39591850 [STATE a +| |-
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Next Click on the Line Details icon to the right of the Total at the end of the line to access the
details. Here you can enter the Purchasing Authority, Physical Nature (Goods/Services) and
Contract Id. Check the Amount Only check box if the requisition is an Amount Only Purchase.

Cancel

Requisition Line Details m
Order Total 395818.50 USD "
Line 1

« Item Summary

Aura Enterprise Server

Item ID

Item Category Information Technalogy Broadca Buyer a
Original Substituted ltem
Long Description Aura Enterprise Server

Price 395918 50 USD
Quantity 1Case

Attributes
£ Special Request

n:; Expand Al H 25 Collapse All

Item Additional Information

Device Tracking Amount Only
Stockless ltem No | Zero Prics Indieator [ No
RFQ Required || No |
Inspection Required || No |
Contract Information
Use Contract if Available | Yes Contract Line
Contract ID | 16PSX0041AA Q I | = Category Line
Contract Version 1 Contract Detalls
Supplier Information
SupplierID[0000010256 Q Supplier Name ALTURA COMMUNICATION SCLUTIONS LLG
Supplier Location [MAIN Q Supplier's Catalog Number
suppliertem D | item Supplier Priority
Manufacturer Information
Manufacturer ID. | Qa Manufacturer
Manufacturer's ltem 1D | a
n UPN Type | Q
UPNID | Q
Procurement Group 1D | a —
Unit Allocation Qty
Primary Unit No
 Sourcing Controls
Consalidate with other Regs | Mo Inventory Source Flag No
Calculate Price [ | No
Override Suggested Supplier [[] Mo
State of CT Custom Fields 7
Purchasing Authority

The Purchasing Authority of Contract is defaulted in the line details of each of the
requisition’s lines. A Contract ID is required if the Purchasing Authority on a requisition
is Contract. If all lines on a requisition have Contract Purchasing Authority, the system
will copy the Contract ID from the first line to all the other lines in the requisition, thus
eliminating the need to enter the Contract ID on each line individually. If the first line of
a requisition has the Purchasing Authority of GL, the system will copy GL Purchasing
Authority to all other lines on the requisition that do not have a Contract ID.

10
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Users will still be able to mix Purchasing Authorities and Contract IDs on a requisition by
entering them manually in the line details.

When finished Click @

You will be returned to the Create Requisition Checkout page. Double check to make
sure the correct Requisition Type value was chosen. In this instance TSR-EQUIP.

® < n i @

Create Requisition

p—
Checkout
Requisition Defaults
Order Total 395,918.50 USD
~ Requisition Summary

Business Unit DASM1 Dept of Administrative Svcs Priority | Medium v

Requisition Name |Test TSR-EQUIA|
Requisition Type | TSR-Equipment !
Requester DAS-
Currency USD Dispatch Method | Print v

[=T—— Qbligation Amount
Header Comments ‘

v Justification Comments

v Requisition Lines Overview

O SelectAll Actions (&)

1 row
Line1  Special Request
Aura Enterprise Server
é Item ID Quantity Unit of Measure Price Currency Total 5 ScheduleDetals 5]
Supplier ALTURA COMMUNICATION SOLUTIONS LLC 1 |ca Q 395018 50 usD 396,918.50 USD .

© Delee |

Order Total 395918.50 USD

You may also add/update Line Comments and Add Attachments by clicking on the
corresponding Line comments link for each line item.

Requisition Line Comments and Attachments m

Comments |i‘ |;‘

Use Standard Comments

Comment Text

Send to Supplier \'I_:I No |
Show at Receipt H_:I No |
ShowatVoucher ] No |

I Add Attachment I

11
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Click on Add Attachments:

Click

Select the file and then click on Open.
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Organize v MNew folder - M @
1 3D Objects A Name - Trpe Size ~
B Desktop 1t Favorites File folder
Documents @ Links File folder
$ Downeads D Music File folder

OneDrive File folder
b Music @ OneDrive - State of Connecticut il folder
) Pictures Oracle File folder
[ videos # Saved Games File folder
i, OSDisk (C:) 2 Searches File folder
= best groups (\exec\dfs) (G:) B videos File folder
= best groups? (Nexed\dfs) (Hi) £33 ePracurement Micrasoft Excel W... 208 KB
= e (V159287.80.120) 9 = FNTPRU 5QL Source File 2KB
=/ HRTPRU SQL Source File 1KB
= ep (02478079 (&) = HRTPRU~2 5L Source File 633 Ka
= best shared (\\exec\dfs) (5:) = HRTPRU1 QL Source File 1KB
& Network = HRTRNS 5QL Source File K8
N v B3 testZexcel2003 Microsoft Excel W... 31KB o
File name: | test?.excel2003 | A Fites ~
Cancel

Click Upload, once the file has been uploaded, the Done will appear in the upper right hand
corner. Click Done.

File Attachment X

Choose From

1 test2 excel2003 xlsx H
i JB|  File Size: 31KB i

File Attachment

Choose From

-
i

H . test2.excel2003.xlsx
| X File Si 31KB

: x ile Size

I

Uﬁluad Comglele

12
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The document is now attached. Click View to view the attachment. Select Send to
Supplier to have attachment go with the PO to the Supplier if they are an email supplier.
You can choose Send to Supplier if you want the comment to print on the PO, Show at Voucher

or Show at Receipt.

Click OK.

Requisition Line Comments and Attachments m
Comments | + | | - ‘
| Use Standard Comments

|
Comment Text

Send to Supplier |[:| No |

Show at Receipt |[:| No |

Show at Voucher |[:| No |
| Add Attachment |
Attachments 1 row

: Send to
View T Attachment T. Supplier i

test? excel2003 xlsx |[:| No

13
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When you have finished adding all items for this Requisition, click on the Submit button to send
this Requisition to the approval workflow process.

Create Requisition

Gortiue Shopping || Sme
Checkout
Requisition Defaults
Order Total 395,918.50 USD
~ Requisition Summary
Business Unit DASM1 Dept of Administrative Svcs
Requisition Name |Test TSREQUIF|

Requester DAS-
Currency USD Dispatch Method | Print v

Priority | Medium v

Requisition Type | TSR-Equipment ~

e Obiligation Amount
3 Header Commens |

~ Justification Comments

~ Requisition Lines Overview

O SelectAll Actions &

Line1  Special Request
Aura Enterprise Server
é Item ID Quantity Unit of Measure

Price 1
(2 ScheduleDetails | | >
Supplier ALTURA COMMUNICATION SOLUTIONS LLG 1 CA Q 305018.50

Currency Total
usp 95,918.50 USD
‘ [ Line Comments ‘ o) Delaie‘

Order Total 39591850 USD

If you wish to save the requisition but want to come back later to make changes without
submitting for approval, click the Save button. The system will assign a requisition id to be used
to access the requisition in Manage Requisitions.

| Ti] Delete

If you wish to cancel this Requisition, click on the button.

14
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Once saved, the Checkout Confirmation page will display. Users can clearly identify which stage
of approval the requisition is in by clicking the View Approval Chain button. Users can also view
a printable version of the requisition by clicking the Print Preview button.

Checkout Confirmation

Requisition Details
Business Unit DASM1
Requisition ID 0000008872
Requisition Name Test TSR-EQUIP
Last Modified Date 04/24/2024 3.29:19PM

Status [y Pending Approval

£2 View Approval Chain

Next Steps

[# Edit this Requisition

Moaify this requisition

Total Lines 1
Total Amount 385,918.50 USD

Budget Checked Status i Not Checked

&7) My Requisitions:

o to existing requisiiions

Y2, Create Requisition

Croate anotner requisition

Approval Flow
Amount Approval
 Test TSR-EQUIP
Start New Path
Req Amount Approval
F Pending

Muttiple Approvers
REQAMT APPROVER 1

B2 Not Routed

Multiple Approvers
REQ AMT APPROVER 2

B Not Routed
Multiple Approvers
REQAMT APPROVER 3

Req Budget Approval
v Test TSR-EQUIP
Start New Path
Req Budget Approval
55 Not Routed

Muttiple Approvers
REQ BUDGET APPROVER

Telecom Equipment Approval

Pending

Awaiting Further Approvals

15
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Workflow for a Telecom Equipment (TSR-EQUIP) Requisition

eProcurement Telecom Equipment
Requisition Process Flow

Req Req R

R-EQUIP €q

Recisitio Amount | Budget | A TS: al —*Purchasing
Approval| | Approval L Approval

C 2,500

10,000
Push
back 1 Mil.
Over 1 Mil.

Purchase
g "| Order

%‘:‘tﬁt Sourcing
Exceptions Workbench

16
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Workflow for a Telecom Service (TSR-MACR) Requisition (Moves, Additions, Changes & Repairs)

eProcurement TSR-MACR Process
Flow

Purchase.

Order

Req Req
13:;?:&2 Amount |-+ Budget
Approval Approval

2,500

C
-

P us h Budget Sourcing
1 Mil. Check

back Exiations Workbench
Over 1 Mil.

17
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If you have chosen an incorrect Requisition Type in the drop-down box and have Submitted your

transaction, do the following:
» Go to: eProcurement > Manage Requisitions.

eProcurement
Approvals \ ' Create Requisition | Manage Requisitions
0
My Receipts \ ' Add/Update Receipts | ' Requisition Accounting Entries \

of 2 e

o= Q

Convert Req To Contract Requesters Workbench Sourcing Workbench
= * S
=- ?

a? == 1

18
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» Search for and choose the requisition that was incorrect.
» Choose the Cancel value in the Action drop down at the beginning of the incorrect
requisition. This will cancel the requisition.

Actions X
My Ri Details
Copy
Ri yword Search
View Print
3 rows.
Actio) £, u Business tion ID 11 tion Date 7. Requester . Name 1L Request State 7. Budget Status . Total Amount 1L
Q View Approval DASM1/0000008872 04/2412024 DAS- Pending Not Chikd 395,91850 USD >
] Testforpushback DASM1/0000008862 04/18/2024 DAS- Approved Not Chk'd 397 .00 USD b
TestFan DASN1/0000008856 04/17/2024 DAS Pending Not Chk'd 397.00 USD >
» Then click on the Copy requisition value in the Action drop down at the beginning of the
cancelled requisition.
My Requisitions
Saarch. i rd Search
Actions %
3 rows
H Details
Actia Copy nu Business Uy i D quisition Date T4 Requester 1 Name 14 Request State 7. Budget Status 14 Total Amount T
°< View Print DASM1/0000008872 04/24/2024 DAS. Canceled Valid 0.00 USD >
Tastforpushback DASM1/0000008862 04/18/2024 DAS- Approved Not Chk'd 397.00 USD >
] TastFan DASM1/0000008856 04/17/2024 DAS. Pending Not Chk'd 397.00 USD >

» This will copy all the information from the Cancelled Requisition to a new requisition.
» Click the Checkout.

® © & myRrequsitons

Create Requisition

Continue Shopping H Update Cart
Edit Shopping Cart
1 item(s) to buy now
 Requisition Summary
Business Unit DASM1
Requisition Name | Enter a Requisition nam

Requester DAS-
Curreney USD

1row
Item Description 71 Status 71 Price 11 Currency 71 Quantty 11 ptol 1
£ A B Serve Open 305018.50 Uso P A o (& pome

Total 395918.50 USD
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» Be sure update the Requisition Type, as it will automatically default to Req.
» Review/update the requisition for accuracy.
» Click Submit.

Create Requisition H
Checkout
Requisition Defaults
Order Total 395,918.50 USD
“ Requisition Summary
Business Unit DASM1 Dept of Administrative Sucs Priority | Medium ~
Requisition Name | Enter a Requisition narme
—_ Requisition Type | Requisition -
Requester DAS-
Currency USD Dispatch Method | pAS-BID
ITD-10
POS - Purchase of Senvice
Headsr Comments
2 Hosdo Conmoris | PSA- Persona Service
Requisition
« Justification Comments
TSR-MACR
 Requisition Lines Overview
O Select All Actions ©
1 row
Aura Enterprise Se
. Item ID Status Quantity Unit of Measure Price Currenc Total
0 Y > [ ScheduleDetails | | >
g Supplier ALTURA COMMUNICATION SCLUTIONS LLG Open 1 CA Q 395918.50 uso 295,918.80 USD
3 tine Comments || 1 Delete
Order Total 3965,918.50 USD

20



